Job Data

Introduction This section provides the procedures for viewing Job Data in Direct
Access. Job provides a snapshot of a member’s entire Coast Guard career.

Procedures See below.

Step Action

1 Select Job Data from the HR Data Shortcuts pagelet.

HR Data Shortcuts =
Personal Information

Dependent Information Search by S5HM

Email A&ddres=s Ldd Employment Imstance

2 Enter the member’s Empl ID. Always check the Include History Box when

viewing Job. Then click Search.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return {up to 300} lﬁ
Empl 1D: [begins with w][1234567 |
Empl Record: = s
Name: beging with ||
Last Name: begins with ~||
Second Last Name: begins with ||
Alternate Character Name: | begins with » |
Middle Name: begins with ||
Business Unit: begins with ||
Department Set ID: begins with ~|| @,
Department: begins with || @,
[ correct History [ case sensitive
Clear  |Basic Search i._;F' Save Search Criteria

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
3 This member has a total of 34 rows spanning their entire Coast Guard career. The

top portion will explain what happened. This one shows the Pay Increase that
everyone gets on the first of January each year. The middle information shows
the Position the member is currently filling as well as their status and department
ID. The Date Created field shows when the Job Row was actually built. The last
two fields only apply to Reservists.

Job Information Job Labor Payroll Salary Plan Compensation
Courtney Cox__ Empl ID: 1234587
Employee Empl Record: i
Military Service:
‘Work Location Find ,:im[l 1.,-[34“@
*Effective Date: pimizms  |H GoToRow | [+][=]
Effective Sequence: I_D =Action: [Pay Rate Change ~]
HR Status: Active Reason: [Cost-of Living Adjustment v
Payroll Status: Active *Job Indicator: [Primary Job |
Current D
Position Number: [ooi7ess @, CUSTOMER CARE - DUTY
Use Position Data
Position Entry Date: ]
Position Management Record
*Regulatory Region: o & Active Duty
Company: ACG Active CG
*Business Unit: S Erlistsd CG
*Department: [porres @ PPC CUSTOMER CARE BR
Department Entry Date: (09012011 |
*Location: ksoooi @, CG PPC
Establishment ID: sce @ Active CG | Date Created: 010112015 |
Last Start Date: Da/28/1995
Expected Job End Date: | [
o —————————————————
Reserve Class Code: ’7“_&
Component Category: ,7';11

Other examples of Job Rows: Longevity Increase

*Effective Date: D&/28/2013 £ GoToRow | [+](=]
Effective Sequence: ’—D *Action: Pay Rate Change v
HR Status: Active Reason: LAdjustment .
Payroll Status: Active *Job Indicator: [Primary Job v

First Kl 20734 O | ot

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

D9/01/2011 Ex

Other examples of Job Rows: PCS Transfer

*Action:

Reason:

*Job Indicator:

Eind First Kl 60734 O Lot
GoToRow | [+][=]

Transfer “
Permanent Change of Station o
[Primary Job |
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Job Data, continued

Procedures,
continued

Step

Action

3 Other examples of Job Rows: Advancement

Work Location

(cont)

*Effective Date: [pemizomm | | GoToRow | [+][=]
Effective Sequence: [0 *Action: Promeotion e
HR Status: Active Reason: | Mormal Career Progression N
Payroll Status: Acfive *Job Indicator: [Primary Job v

Find First Kl 100724 O ass

‘Work Location

*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

D&/29/1995 [l
@

Active

Active

Other examples of Job Rows: Original Hire

*Action:
Reason:

*Job Indicator:

Eind Fist K 240724 1 (o
| GoToRow| [+][=]

Hire: b
Mew Position LY
[Primary Job |

Rehire example of Job Rows: Member Discharged from AD on 11/15/2013,

then Rehired into the Reserves on the same day. The Effective Sequence
establishes the timing.

*Effective Date: [1in52013 | | GoToRow | [+][=]
Effective Sequence: |—1 *Action: Rehire hd
HR Status: Active Reason: Rehire hd
Payroll Status: Active *Job Indicator: [Primary Job v|
*Effective Date: [1in52013 | | GoToRow | [+][=]
Effective Sequence: I—U *Action: Termination [
HR Status: Inactive Reason: Discharge e
Payroll Status: Terminated *Job Indicator: [Primary Job v

Work Location
*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

peioizo1s  x [H
0
Inactive

Retired With Pay

Separaion examples of Job Rows: Member Retired 6/1/15

*Action:
Reason:

*Job Indicator:

Find First 1) 10f27 O Last

| GoToRow | [#][]
Retirement with Pay [
Retirement With Py N
leSiement
[Primary Job v

Work Location
*Effective Date:
Effective Sequence:
HR Status:

Payroll Status:

ertezots )
o
Active
Active

Separation examples of Job Rows: Member RELAD on 6/18/15

*Action:

Reason:

*Job Indicator:

| GoToRow | [+][=]
Transfer v
Relad ~
[Primary Job v

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
3 Separation examples of Job Rows: Member Discharged on 6/30/15
 Work Location

(cont)

*Effective Date:

D7/01/2015 El

Find First L 10F30 DI Last

| GoToRow | [#][=]
Effective Sequence: I—U *Action: Termination ~
HR Status: Inactive Reason: Discharge v
Payroll Status: Terminated *Job Indicator: [Primary Job v

*Effective Date:

Reserve examples of Job Rows: ADT-AT from 5/4-5/15/15

Find First K1 109 O g'
psneRos &  GoToRow | [+](=]
Effective Sequence: [0 *Action: Transfer v
HR Status: Active Reason: | Reserve Order End “
Payroll Status: Active «lob Indicator: [Secondary Job v

DS/04/2015 [l

Work Location Find mn 20,3 0 Last
*Effective Date:

| GoToRow | [+| (=]
Effective Sequence: [ @ *Action: Transter v,
HR Status: Active Reason: Reserve Order Begin “
Payroll Status: Active *Job Indicator: [ Secondary Job v

*Effective Date:

10/01/2014 B

Reserve examples of Job Rows: ADOS orders began 10/01/2014

Find it Kl 20135 O Laet

| GoToRow | [+] (=]
Effective Sequence: [ *Action: Transfer w
HR Status: Active Reason: Reserve Order Begin hd
Payroll Status: Active *Job Indicator: Primary Job v

Continued on next page



Job Data, continued

Procedures,
continued

Step

Action

4 | The top portion will remain for the rest of the tabs. The Job code shows the
current rank of the member and the Entry Date shows when they made that rate.
The Empl Class will say AD for Active Duty members, SELRES for drilling
Reservists, and IRR for members in the Individual Ready Reserve.

Job Labor

Payroll Salary Plan Compensation

Effective Date: 010172015 | GoTo Row
Effective Sequence: [1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job Current m
*Job Code: 436093 £ First Class Yeoman
Entry Date: [
Supervisor Level: ’7 @,
Supervisor 1D: ,7 @,
Reports To: ’7 Qa
*RegularTemporary: *FulliPart:
Empl Class: AD v *Officer Code: MNone v
*Regular Shift: NIA v Shift Rate: ]
*Classified Ind: Shift Factor: ]
Standard Hours
Standard Hours: 240.00 Work Period: M 2, Monthly
FTE: 1.0000300

[] Adds to FTE Actual Count?

|| Encumbrance Override

Contract Number:

Confract Number

[ &

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
5 The Labor Agreement will list Reserve or Active Enlisted or Officer.

The Employee Category and Employee Subcategory will display Reserve specific
information. The Employee Category also ties directly with the Regulatory
Region and Business Unit on the first tab. This will explain specifically what kind
of officer the member is (active/reserve, permanent/temporary, etc.).

The most important part of this tab is the Assigned Seniority Dates. Click on the
View All link to see all of the dates.

Work Location Job Information '. d -" Payrall Salary Plan Compensation

F Current i’l
Bargaining Unit: Ii‘ .
Labor Agreement: |ENL , Active Component Enlistedl
Labor Agreement Entry  |12/282000 |}
Dt:

En:lployee Category:

Employee Subcategory: [ A,
Employee Subcategory 2: Ii':.
Position Management Record
Union Code: Ii‘ 3,
Union Seniority Date: '73
Works Council 1D:
Labor Facility ID: =
Entry Date: [ m
O Stop Wage Progression
O Pay Union Fee

O Exempt from Layoff Reason: @,
Seniority Date Control Value Labor Seniority Date Owerride Owerride Reason
ACTIVE DUTY BASE DATE [oinsneer |E v ]
AD PAY SCALE DATE
DEP DATE |® = ]
CMA DATE [(EEREEE i ]
CURRENT AD DATE [05Msm@002 E v ]
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Job Data, continued

Procedures,
continued
Step Action
6 | Here’s where a member’s service dates can be verified. Most of them are set at
the time of Accession, others will change when contracts are approved.
d Customize | Find | View 5 B E First L4 1-16 of 16 na Last
Seniority Date Control Value Labor Seniority Date Orverride Override Reason
ACTIVE DUTY BASE DATE ptasnger = 7 [ ] ~
AD PAY SCALE DATE
DEP DATE [ = = [
CMA DATE M EEE i ]
CURRENT AD DATE [psAsezonz @ 7 [ ]
DIEMS DATE prrongas @ 7 [
EXPECTED AD TERM DATE pimizozr W 7 [ ]
EXPECTED LOSS DATE pimizozr M i [
JOB FAMILY ENTRY DATE GEE 7 [
MIL OBLIGATION COMPL DATE pemizooa |E 7 ]
PAY ALLOWANGE DATE [pemangas @ 7 [ ]
POINT START DATE [p2m2z00s | 7 [
PAY BASE DATE [pezangss [ 7 ]
DATE OF RANK 438093 pemizolc @ [
ROTATION DATE prmizois @ 7 [ N
Recalculate Seniority Dates

Continued on next page

41



Job Data, continued

Procedures,
continued

Step Action

7 The Payroll tab will display a member’s current pay group. All Active Duty
members and Reservists on Active Duty will be put in the USCG Active Duty
pay group. If a Reservist is on Title 10 orders, the Eligibility Group will populate
with RSVTITLELO0. Reservists not on Active Duty are in the USCG RSV (USCG
Reservist). NOAA members show up as NOAA Active Duty. PHS members will
be put in the PHS Active Duty pay group once they go live in January.

Work Location || Job Information || Job Labor Salary Plan | Compensation
Courtney Cox__ Empl ID: 1234567
Employes Empl Record: o]
Military Service:
Payroll Information
Effective Date: 01012015
Effective Sequence: 1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job
Current B
Payroll System: Global Payroll
Global Payroll
Pay Group: UsCG @, USCE Active Duty
.
¥ Use Pay Group Eligibility Holiday Schedule: CGWIDE @, oG Wids Holiday Stheduls
M use Pay Group Rate Type Eligibility Group: 3
M use Pay Group As Of Date Exchange Rate Type: @,
Use Rate As Of: | el

Continued on next page
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Job Data, continued

Procedures,
continued
Step Action
8 The Salary Plan shows whether the member is Enlisted or Officer, their Pay

Grade and Step (years). The Grade Entry Date shows the date they were
Advanced to their current rank. The Step Entry Date shows the date of their last
longevity.

Work Location || Job Information || Job Labor | Payroll gompensalim

Courtney Cox Empl ID: 1234567

Employee Empl Record: o

Effective Date: 0170172015 i GoTo Row |
Effective Sequence: (1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job
Cumrent D
Rank: Y Rank Entry Date: | |5
Worn Rank: l— "k
Worn Rank Type: | v
Skill Grade: [ |
Salary Admin Plan: [Ene @,
Grade: [Es @y Grade Entry Date:  |[06/01/2010 |5}
Step: [l @ Step Entry Date: 0872872013 |50

includes Wage Progression Rule

The Compensation tab shows the member’s monthly Basic Pay rate.
Work Location | Job Information || Job Labor | Payroll || Salary Plan

Courtney Cox Empl ID: 1234567
Employee Empl Record: D
Military Service:
Compensation Find First T ora O Last
Effective Date: D015 [ GoToRow!
Effective Sequence: 1] Action: Pay Rate Change
HR Status: Active Reason: Cost-of Living Adjustment
Payroll Status: Active Job Indicator: Primary Job

Curmrent m
Compensation Rate: 1,862.1053 W% *Frequency: I—S% Semimonthl

} Comparative Information
» Pay Rates

| Default Pay Components | Contract Change Prorate Option

Gustomize | Find | B | 7 First I g 071 I

FESS  Controls || Changes || Comversion

*Rate Code Seq Comp Rate Currency Frequency Points Percent Rate Code Group
1|[BAsIC @, o | 372420000005 ([usD (@ M @, I #][=]
| Calculste Compensation |
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CHAPTER NOTES:
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